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APPLICATION FOR RECORDS RETENTION SCHEDULE | 7" OFFICE OF ADMINISTRATIVE SERVICES '

_ _RECORDS MANAGEMENT UNIT

B

For instructions on completing this form ooﬁt,act DHR Records Management Unit, 47 Trinity Avenue, Atianta, Georgié
30334. Phone - {404} 656-4976  GIST: 221.4983 '
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DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES | ARCHIVES AND HISTORY
Application Date - "~ Division of Family & Children Services [Application Number
July 19, 1979 Specialized Services Section / Services _
- myN ’ to Families and Children Unit / 2nd mz‘:ld \ N \03.1. o
Application Numbar Floor - 618 Ponce de Leon Avenue, N.E. - P
~ DHR-29 | At1anta, Georgla 30308 | A6 -y 4979 |AUG 13 1070 |
2. Person to Contact - Working Titie Telephone Numbar |
Ms. Bernice Holmes Secretary/Typist 894-4440
[3. Action Requerted o ) - J
». BEsablish Retention Schedule; record will continue to sccumuiate.
b. O Disposs of prasent sccumulation; no further accumulstion anticipated,
e. O Ameand Application No. _ : .. CheckOme: [J Change; [ superceds; [void —~ "
4. Daas of Serles 6. Records Series Title ffollowed by title used in office; if different)
Earliest : Latest . :
1973 lto present Authorization of Foster Care Case Files
6. Division shd Office Function What is the function of the Division and the Office in which this récord serias is created?

The Specialized Services Section, through the Supervision of 19 State District Directors and |
159 County Directors of Departments of Family and Children Services, has the responsibility
for overseeing the field administration of Services to Families and Children; Services to
Adults; Work Incentive Program (WIN); - Support Program; and the State Placement Program.

The Services to Families and Children Unit has responsibility for program planning and de-
velopment of social services for families and children in the areas of foster care, adop-
tions, child protective services, services to expectant parents, child day care, and family
counseling services designed to strengthen the family.
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7. Records Series Description This file contains the following documents finclude form numbers and tities, if any):  Attach samples of the file,

Documents relating to: reviewing forms, received from counties State-wide, concerned_qith,

" authorizing foster care for children who need this service. N

Included are:  form DCS/SS$-527 (new number 527) (Initial Authorization of Foster Care) which
shows name and address of child, case number, date placed by court order, name and ad-
dress of foster home, foster care rate, reason for placement, and authorization’ of
‘boarding care; form DCS/SSS-529 (mew number 529) (Authorization of Foster Care Status
-Chahge/Termination) which gives child's name and name of foster home or institution,
case number, status change and effective date, or termination (and reason fo;) and ef-
fective date; and form 521 (Rev. 7-77) (Monthly Invoice-Emergency Shelter Care Services
Fee) shows name and full address of foster parent operating emergency shelter care home;
dates of care, number of children, amount due, date and signature of foster parent certi-
fying claim for service fee, date and signature of county director approving claim for
payment by State, form 526 (Foster Care Invoice) shows name of county, name and full

The file is arrenged :  alphabetically by county; thereunder, albhabetically by name of child or

."" by name of foster parent. T EI _

8. Monthly Reference Rate How often are records referred o which are:

. o b
Om to X manths old .._.._,,i:i.__. ; Seventomwelvemcithsokd . _.___;  Thirtaen to twenty<our months old ;
T twentydivemonthsandolder . . 7 d :
— e —_ - . e

BE:X Annugl Rate of Accumulation or Records :
. - . - - - - A FEE.
\ g‘ 33 3 - . . = L] - . - ) .

Letiar-tiza drawers .__.lt..}.{ﬁ___ ; bLeoalsizedrawers . ; Shelves . . _ ; Other [Specify)

| —
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] YES | NO | 10. Questionnaire _(Place an “X" in the prepsr selumn) ] ] _ B o 2

s lsthlnhoofﬂcialoowcftm:mu? . . e B
x it not, whars is it? _ ; L e .

R e D e e e B e hmd v o B o

— L - it e e e — e e i R e s e N ——

b. Dous the sbriés contain oonﬂdantaal informatian requiring aeeumy hmdlmg? If yes, cita law or rogulmon

p 4
T e c. 1s this a vital ncofd? T B o o _ ' o ] _* T
X | d. Doss this serles have historical o Ion. teren resasrch value? ' )
. When one or two documants in the file make it necesary to kup the sntire fils for 8 long pmod could these docurnents
1 X __bescheduled mparstely? == . - . , —

X ! is the informition contained in thu series ever publmhed? lf ves, attach copy.

- g. is the information contained in this series sver analyzed and/or recordad ln . summarized report? .
X #yes, stuchoopy. anticipated for future _ :

h. lsthers a dupllmlon of this series in vour office, or in another offm or mnw? )
X if yos, where? .

X l l i ). Dows the record serids mult in & computer pﬂntout?

- l X | ]. s this sories for a mjor portion of It} regularly mnaummad?

11. Retantion Requirements The following raquires tlu sérlas to be kept:
a. Sute Law ’ PUSR—— | |, 3 : d. Audlt parlod — e Y 8GCS.
b. Ststute of limimstion P ', T 1 R ‘ e, Administrative head . ___.i._._.vurl.

"e. Fedars) lew oo YIS f.  Fedaral retantion instructions SE— ', X

Attach copy or excerpt of laws or regulstions. Explein sdministrative need.

confidentiality policy - client records | _ ' '

12. Approved D)i;:ombn Instructions  This agency rocommonds that the file nrm bo cut off at the end of sach:

Services to Families - - [jcyendar Year; i Fiscal Year; [lOther R then,
and Children Unit
B Hold in the current filesaros — . _ menth{s) . 1 voarls); then

03 Transfer to local holding ares; hotd . vearls); then

O Trenstar to State Records Center;hoid —_____ ~_ year(s); then , : :

Desroy forms when annual summary is completed - annual summary of information from forms

O Transter to State Archives for psrmanent retentien. S to be made and placed in Director's Subject

O other (Specify) ; Files for transfer to State Archives each
: R - ' year - Schedule 73-101 .

Accounting Services
(original copy)
‘District and County Offices -

(reference copies) - ' -Prinf._o_ut'r.(_i;ie}.-_givgdr __;ﬁp‘gthlyjh _
Cut, off file at end of each fiscal year; | .Upon. receipt of new printout, destroy
hold in current files area 3 years, or "~ all copies of previous printout:

until all audit questions have been re-
solved then destroy.

Thess lnnructiom apply 1o all prior and futurs accumulniom of the serias,

’_,"‘— . . . Lo

__,_LJ,M o e ————

‘ Aganwl-ﬁadlbewn {s:;;narm} ) 1 Dm - _ Racords Managament Officer fs:gnatuni

Date
‘ fce %M 7/1—/77 ZW )4/@4‘% 7/£;ﬁ7
T EIfzabeth W. Crank C.R.M. 77T
. R .l State. Records Committes _, (Signature) Date
Aecommandations in parsgraph . /> .
12 are spproved. - Staia Auditor/Designes W Z..-r/ )47
{Hf daspproved, attach lstoer A = - — = b

| of explanazion.} . : Socu‘stlrv ! @"W 1_ ?_ 71

Attorney General/Designes ' 5 &+ ;/‘
o | S

Form 4908 (7-78)




